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MyTax.DC.gov User Guide:
How to Register a New Business (Form FR-500)

MyTax.DC.gov.

Learn how to register a new business with the District of Columbia online tax portal,
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1. Onthe MyTax.DC.gov homepage, locate the Business section. Click “Register a New Business —
Form FR-500". You will be navigated to our FR-500 New Business Registration Form.

nstructions

Combined Registration Application for District of Columbia Business Taxes/Fees/Assessments
Bafore completing the FR-300. please visit the Department of Conswmer and Regulatory Affairs website to complete any Boensing requirenments,

You will nesd the follawing irformation to comglets the online tax registration form:
= Your Federal Employer Idemtification Numkber [FE

EIN), Individual Taxpayer Identification Mumber {ITIN] ard for Social Security Mumber (55N}

busness is eligible for when completing the FR-500.

D Type te.g. FEIM, S5M, or ITIM), det y
= When registering a business with a 55N or ITIN, your eligible tax accounts ans:
+ Gabes B Lse Tan
+ Specialized Sales
+ Skreet Vendor
« Ballpark Fee
« Persanal Property Tax

+ Sports Wagering Tax
Al other Lax accounts will require your busiress (o register with a FEIM.
» Business Mame and Trade name must be registered ardior updated with DCRA Also, ITINS may not be used with the following tax sccourts:
= Corporate Frarchise

g Wage

ng Mon-Payrol

= Wour kegal fonm of business (e, partnership. conparation, sale proprietor)

= Wour primarny business address and the addresses for all lecations where you will collect sales ta in the District of Columbia
= The rames, titles, home address, 558 and/for ITIN of the proprictar, partners, or principal officers (requined)

« The former entity informaticn if previcusly registered with the District of Columbis

If you're a special event promater hosting an event with at least 50 wendors, please wse the How to Register a Special Event Form FR-5008 Guide.

The following documents must be attached based on the type of business registering for the FR-500:

Business Type Reguired Documents

Corporation Articdes of Inconporation

Limited Lisbility Compary Articles of Organczstion

Register With Trades Mame Certificate of Trade Name Regstration

This s for rerw registrations only, To make updates to an existing business accaunt [The addition of a Corporate Franchise acoourt requimes a new registration] o 1o submit a web message
please log in to your MyTacDC.gow acoount. Should you nead further assistance, you may submit an email to the Office of Tax and Revenus's e-Sarvices Unit (OTR) at e~Services.ctriBidcgow ar
call (202} 759-1946.

If you are ready to begin the FR-S00 Registration, dick the “Next” button. m

Cancel Sawe Draft | Mt >
2. The instructions page will list all the items needed to complete your FR-500 business
registration:

e Federal Employer Identification Number (FEIN), Individual Identification Number

(ITIN) and/or Social Security Number (SSN)

Legal form of business (e.g. partnership, corporation, sole proprietor)

Primary business address and the addresses for all locations where you will

collect sales tax in the District of Columbia

Names, titles, home address, SSN and/or ITIN of the proprietor, partners, or

principal officers (required)

Former Entity Information if previously registered with the District of Columbia
a. Click Next.

Note: The following documents must be attached based on the type of business registering for the
FR-500.

Business Type Required Documents

Corporation Articles of Incorporation
Limited Liability Company Articles of Organization
Register with Trade Name Certificate of Trade Name Registration
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Business Infermation

Organization Type

=]

=

O Type FEIM ITIN SEM
¥
L
¥
Confam 1D

Business/Legal Mame "E:'

Regster SAccounts Using Doing Business
A (DBA] f Trade Mame

3]

Physical Address
Address where yvour business is physically locat=d
L]
Shreat
Shreet 2 Unit Type Linit Purmie
j .
L x
Clty Stake Zip Coce
DC = DISTRICT OF COLUMELA j -
Counitry
UsA [rape

Send mail to another address

Cancel Sawe Draft % Prewious “

3. Complete the Business Information section.

a. From the drop-down menu, select your Organization Type (e.g. Corporation, Limited
Liability Company). Select your ID Type (e.g. FEIN, ITIN, or SSN) and enter your ID
number and Confirm your ID number. You may enter your Business/Legal Name in the
space provided. If you're operating under another business name, click the box next to
Register Accounts Using Doing Business as (DBA)/Trade Name.

b. Under Physical Address, enter the address where your business is physically located.
Click Next.
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FR-500 New Business Registration

Instructsons Husaness Information General Inlormation

General Information
L
Olate present busness commerosd inthe Distnct of Columba or date expeched to begin Bugress Websibe Address

=

{5 this Dusiness been registered previousty with the Distnct of Columbia?

Mo e

Business Activity Code (NAICS)

Add/Lookup NAICS NAICS Required

Officers

The= authorized responsible officer needs to complete the fields in the table below. Please also =nter any other Proprietors, Partners, or Principal Officers.
D nmbeer provided Tor officers must be teir valid 35NSTIN.

Officer Required

2] [5] [ElEE

Tithe m First Mame: Last Mame

Cancel Sawve Drait £ Frevious E

4. Complete the General Information section.

a. Select the date your business commenced in the District of Columbia or is expected to
begin.
Answer No or Yes if you previously registered your business in the District of Columbia
Click the Add/Lookup NAICS button to select the correct NAICS Code for your business
Click the New/Edit Officer button to enter the officer details for your business.
Click Next.

®oogo
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Account Registration
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5. Complete the Account Registration section.

a. Answer No or Yes to the tax account questions. When answering Yes to register an
account, the Account Start Date will default to the business start date selected on the
previous page. If the start date of a tax account is different than the business start date,
then you will update it on this page.

Note: Answering Yes may prompt additional registration questions. For this example, we
have said yes to open a Franchise, Withholding, Personal Property, Sports Wagering, Sales
and Use, and Nursing Facility tax accounts. Examples of the additional registration questions
will be highlighted on the next pages.

b. Click Next.
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Based on your selections an the FR-500 Mew Business Registration, the following tas scoourts will be registered. i you would Bl to make any changes, please click "Previous” to go bade to the
previcus page and edit yowr responies to the yesno quesbions. Should you have any questions regarding this step, please contact UTRs e-sernces Unit at e-Servcesolr@dogoy or call (202)

71946,

Sinice you are registening for withholding wages, if your business is located in the District of Calumbia, you must register with the Department of Emplayment Services [DIOES) for

Unemployment Insurance [UI) tax at hblpsyfesspdoes de.gov. Registraton wath OTH does not automatically register your business wikth DOES. These instruchons will be provided to you agasn

on the confirmation page after submission of your FR-300 New Business Registration

Business Sales

Corporation Franchise Tax Sales & Use Tax E
Unincorparated Business Franchiss B Streat Vendor

Tax

Specialized Sales

Gross Receipts

Motor Fusl
Heating Oil

Tall Telecommunications Sendoe

Partnership

Cigarette/Other Tabacos Products Commercial Mobile Service
Ballpark Fee

Blcohohc Beverage Wholesale Cable TV, Satellite, Vides or Radio
Withholding Wage Tax B Distribution
Withholding Mon-Payroll Tax Public UMility
Sports Wagenng B
Property Department Of Healthcare Finance (DHCF)
Personal Progerty Mursing Facility
fsilroad Tangible Property Stevie Sellows [CF-ID)
Railrcad Rolling Stodk Medicaid Hospital Ingatient

Medicaid Hospital Qutpatient
Cancel Sawe Draft € Previous Mt

6. The Account Registration Summary page lists the tax account(s) that will be registered with

your FR-500 application based on the selections.
a. Click Next.

Note: If you would like to make any changes, click the Previous tab to go to the Account Registration

page to edit your responses to the tax account questions.
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Business Franchise Tax

Please fill cut the requested information completely. Based upon your answers, your business may be required to regester with both the DO Office of Tax and Revenwe (OTR) for Unincorporated
Business or Corporation Frandhise Tax and the DC Department of Employment Services (DOESL Mease note, registration with OTR does not sutomatically register your business with DOES, If
you are required to register with DOES, please visit htpsdfessp.does.dogov upan completion of your new business registration. You may clidk on the tabs above to go badk and modify your
Previous ANTWeTs.

Organization Type Limited Liabdity Company [+

Date present business commenced in the District of Columbia or date 24-Mow-2020
expected to begin

L]
Drate: on which your taabbe year ends eqiiired =

*
Diescribe your current ar expected business activities andiar major type of

senvices performed within the District of Columbia

Dia you or will you have an office. warehouse, ar other place of business, or a representative with a District of Columbia location? Ma Yes
L ——————

Dz you or will you have tangible assets or merchandise stored in a pulblic or private warehouse in the District of Columbia? Mo s
D ———

D o or will you generate any business income from DC sources? Mo =

Dar o o will you perfonm within the District of Columbia any personal services such as medical, accounting, consulting, or ather services such as Mo Yes

electrical, heating, construction, ele, o installabions o repairs of any typel -

Do you or will you have rental property in the Distnct of Columba? Mo Yes

Cancel Sawe Draft

7. If you select Unincorporated or Corporation Franchise Tax, you will be asked to complete the
Business Franchise Tax section. Enter the Date your taxable years ends, describe your business
activities, and answer the remaining yes or no questions as they relate to the business you will
be conducting in the District of Columbia.

a. Click Next.
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8. If you select Withholding Wage tax, you will be asked to complete the Withholding Tax section.
Answer Yes or NO to indicate whether you will be withholding income taxes or providing non-
payroll distributions to DC residents. Enter the number of DC resident employees you will have.
You will also have to enter the date when you began to employ DC resident(s) and when you
began or expect to begin withholding income tax DC residents.

a. Enter Contact Information for Withholding Wage related questions.
b. Click Next.
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Sales and Use Tax

Pl=as= complete the requested information. Bas=d on your responses, your business will be registered with the DC Office of Tax and Revenue for Sales and Use Tax. You may click the tabs
above to go back and modify your previous answers. Flease enter all locations that collect sales tax.

AddEdit Locations Flzass add st least one locabon,

Location Doing Business As (DBA) / Trade Name Street City State Zip Code FPhone Numiber

Cancel Sawe Draft < Previows m

9. The Sales and Use Tax section is where you add/edit all your business locations that collect sales
tax in the District of Columbia. This section is required and must be completed before
proceeding to the next page.

a. Click the Add/Edit Locations button to include your DC location(s) with the application
b. Click Next.

9|Page
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Sports Wagering Tax

Please add your sports wagering location below, To add a lacation, click “Add a Recard” to enter a lecation for each Sparts Wagering License Nismber, Based on your responses, your business
will be registered with the Office of Tax and Reverue for Sports Wagering Tax.

MNole: A separale sports wagenng hce

AddyEdit Locations Flegs= add at l=ast one bocation

Sports Wagenng Licens= Number Sports Wagenng Class Type= Street Oty State Fip Code

nse s required for every location

Cancel Save Dwaft 4 Previous ﬁ

10. The Sports Wagering Tax section is where you add/edit all your locations that collect Sports
Wagering taxes in the District of Columbia. This section is required and must be completed
before proceeding to the next page.

a. Click the Add/Edit Locations button to include your DC location(s) with the application
b. Click Next.

10| Page
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Personal Property Tax

Please complete the requested information, Based on yeur responses, your business will be registered with the DC Office of Tax and Revenue for Personal Propesty Tax, You may dick the tabs

above to go back and modify vour previous anpaers,

All District of Coalumbia kacations with tangible persanal property must be listed below. The table has been pre-populated with all District of Columbis addresses provided in this applicatan,
Edits bo the pre-populated addresses must be made by navigating back to the step where the address was provided. To make additions, click “Add Location.”

Street 1 City State Zip Code Caitng

In} 1107 4TH 5T 5W WASHINGTON DC - DISTRICT OF C1 20024-4473 Usa

et || somben 11b | . ... =

11. On the Personal Property Tax page, the table highlighted in yellow has been pre-populated with
all District of Columbia addresses entered at the beginning of the application. All District of

Columbia locations with tangible property must be listed.
a. To make changes or add locations, click the Add/Edit Locations button.

b. Click Next.
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Business and Account Verfication
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12. The Verify and Submit page allows you one last opportunity to review your business tax
registration application prior to submitting your application to the Office of Tax and Revenue.
Once you submit your application, you will not be able to revise your information online.

a. Click the Add Attachment tab if you are required to attach documentation based on the
type of business registering for the FR-500 (e.g. Articles of Organization for Limited
Liability Company registration)

b. Once your application is complete and accurate, click Submit.
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Confirmation x

if you need to make ary changes, chck Cancel, othenwise enter your email address below and click 0. §

~ -
Emnail

=Ll

L]
Confinm Emnail

i = - E

13. In the Confirmation pop-up, enter your Email address and re-enter it into the Confirm Email
field.
a. Click OK.
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14 Confirmation

19-Aug-2021
Yiour FR =500 Hew Business Registration has been submitted to the District of Columbia Office of Tax and Revenue.

o access this reguest for future use, please check the following:

Email: testi@tesl.oom
Confinmation Code: pmobls

For questions regarding this confirmation, please contsct the Customer Service Admanistrabion st e-services.otri@degaoy.

Additionally, if yow are registering for withholding wages for services performed in the District, regstration with OTR does not autormatscally register your business with the Department of
Emiployrment Services (DOES) for Unemglioyrment Insurance [UI) tac i you ane required to register with DOES, please visit Mtpafessp.does.do.goy. For Ul Tax inquikies, please contact DOES at
UITmcknfo @dc.gow.

123 | ora—

Feedback

How satisfied were you with using the MyTax application to complete your tax matter?

WHWHWWW

Comments

14b

{ Submit Feedback

14. A Confirmation page displays. To obtain a printed copy of this page, click Printable View.
Otherwise, click OK to be returned to the MyTax.DC.gov homepage.
a. After submitting your FR-500, please let us know how satisfied you were with using our
application.
b. Enter any Comments and click the Submit Feedback button to provide your feedback.
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